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INTRODUCTION.
In publishing this book, the author offers it to the
business world after devoting time and thought to
developing the simplest and best systems of accounting.
In working out these systems, the object always in mind
has been to save time, to eliminate all unnecessary work,
and to increase efficiency by reducing the keeping of
books to the simplest form, without sacrificing thoroughness. The cash book system outlined in this volume is
but one of the many time and labor-saving systems which
are the result of the author's experience and the time
and thought he has given to the improvement of bookkeeping methods.
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TIME USUALLY WASTED.
The method of treating checks through the medium
of a check-book and a cash-book is one that entails a
great amount of unnecessary work, with the consequent
loss of time to practically all business houses. In this
system the checks are entered on a stub in the check-book
and the entry in the cash-book is then made by copying
into it just what appears on the stub. This duplication
of entries is a manifest waste of time, and in the following
pages, will be found a system, which eliminates this
repetition and therefore reduces the labor to about onehalf.
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For two or more banks see page 10.

Debit Side of Cash Book, when all transactions are through one bank

DATE

DEBIT

In the Improved System, the debit side of the cashbook contains the following columns ;
A—Date.
B—Firm and description.
C—Amount received.
D—Date deposited.
F—Amount deposited.
F—Folio.
In making entries on the debit side, columns A, B
and C serve the same purpose as the corresponding
columns in the ordinary cash-book, representing the date
the remittance is received, the firm from whom, and the
amount received. The debit side of this cash-book, however, differs from that of the one generally in use in
having columns D and E for the date and the amount deposited. As deposits are made in the bank, the date and
the amount of each item deposited are entered in the
cash-book opposite each entry of cash received.
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Credit Side of Cash Book, when all transactions are through one bank
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The credit side of the cash-book is divided into the
following columns :
A—Number of check.
B—Date of check.
C—Firm and description.
D—Folio.
E—Amount of check.
When a check is drawn, the number is entered in
column A, the date in column B, the payee and particulars or accounts to be charged in column C, and the
amount of the check in column E.

THE IMPROVED CASH-BOOK.
The method of making entries on both the debit
and the credit sides being understood, the cash-book as
a whole comes under consideration.
Column C of the debit side will at all times show
the money received during the month. All remittances
whether received in cash or check should be entered in
the cash-book and deposited in the bank.
Column E of the credit side will represent the amount
expended during the month.
Column E of the debit side representing the total
of the available bank balance at the beginning of the
month and the deposits made during the month, and
Column E of the credit side giving the total amount of
the checks drawn during the month, the difference (at
any time) between the two will be the bank balance, i. e.,
the difference between column E of the debit side and
column E of the credit side will be the amount left in the
bank.
Additional columns may be added as desired, for
noting freight, discount, etc.
On the last day of each month, the pass book should
be sent to the bank to be balanced. After the cancelled
checks have been compared with the cash-book and a list
of the outstanding checks drawn off, a memorandum
should be made in the cash-book, giving the items composing the difference between the balance reported by the
bank and that shown by the cash-book. This memorandum is generally written on the stub of the check-book.
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CHANGES WHEN TWO OR MORE BANK
ACCOUNTS ARE KEPT.
The system thus far outlined is for use when a firm
transacts all its business through one bank, and can be
incorporated in any cash-book, without having one ruled
especially.
If the funds of a firm are deposited in two or more
banks, the following changes will have to be made.
DEBIT SIDE.
On the debit side two extra columns will be required
for each additional bank account, similar to columns D
and E, for entering the date and the amount deposited.
Column C will still show the total cash received during
the month.
Columns D and E will refer to the deposits in ''Bank
X '' and those in '' Bank Y '' will appear in the two extra
columns.
CREDIT SIDE
On the credit side, two additional columns, similar
to column E, will be needed if the funds are kept in two
banks. One extra column only, however, will be required
for each account in excess of two.
The amount of all checks drawn, whether on " Bank
X " or " B a n k Y," will be entered in column E.
The
amount of the checks on '' Bank X ' ' will be shown in
one of the two columns added and that of the checks on
'' Bank Y " in the other.
The difference between column E of the debit side
and column E of the credit side will be the amount remaining in all banks, while the balance in each bank will,
of course, be the difference between the column showing
the deposits in one bank, and the one giving the amounts
of checks drawn on the same bank.

A PRACTICAL REDUCTION IN EXPENSES.
Cutting down expenses by impairing efficiency and
thoroughness is something no business man can afford to
do. What he can consider is anything that reduces
expense, at the same time that it increases efficiency and
accuracy. Both these results can be obtained through
my patented forms of checks and voucher-checks. By
using my check-forms time is saved and stationery bills
are reduced. The adoption of the voucher-check means
a guaranteed cutting out of clerical waste of time, and
smaller expenses for stationery and postage.
The use of either the check-form or the vouchercheck absolutely ensures that for each and every remittance made a receipt in full settlement of the account will
be obtained.
The ordinary check when endorsed
becomes a receipt for the ACTUAL MONEY PAID, but
by endorsing a check, the payee does N O T necessarily
accept the remittance in full settlement.
Neither my
check-form nor voucher-check can be used without giving
a receipt in full settlement.
WILLIAM M. A F F E L D E R ,
Room 1806, 51 Wall St., N. Y.
Telephone 3908 Broad.
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TELLER, WEISS & CO.,
Makers of the Better Class of

printing, Engraving and Lithographing,
Sole Makers of Affelder's Patent Voucher-Check,

46 GOLD STREET, N. Y.
Telephone 2879 John.

